
  

 Job Description (web) - Supply Chain Planner Oct.2021  

 
Clearspring Ltd Job Specification 
 
Job title:  Supply Chain Planner 
 
Contract type:  Full time / Permanent 
  
Reporting to:   Supply Chain Manager 
 
Start Date: As soon as possible 
 
Role Summary:  
 
We are looking for a competent Supply Chain Planner to join the supply chain team and support the 
company growth. 
 
The main role is to execute the purchasing and inventory management of all Clearspring products 
from 13 different countries including Japan and Europe ensuring the business can meet the highest 
levels of customer service, whilst maintaining and developing excellent supplier relationships which is 
a vital part of our business. 
 
 Your responsibilities will include: 
 

Supply Planning 
 

- Forecasting 
Analyse and review item demand using the ERP system, NetSuite, and supporting data 
analysis tools. Amending the forecast on item demand plans to reflect any changes 
needed to ensure optimum inventory levels are maintained, avoiding out of stocks or over 
stocks.  

 
- Promotions 

Review and collate sales promotional schedules and data, ensuring this is reflected in 
item forecasts.  

 
- Purchase orders 

Raise purchase orders for finished products, using the ERP system (NetSuite), ensuring 
all information is correct.  
 

- Work orders 
Plan production for packed products by way of work orders, using the ERP system 
(NetSuite), ensuring all information is correct. 

 
- Bill of materials 

Create and manage all bill of materials (BOMs) on the ERP system (NetSuite) to ensure 
work orders can be efficiently executed.   

 
Inventory & Packaging Control 
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- Master data and supplier negotiation 
Maintain ERP system (NetSuite) Master data (lead times, MOQs, costs and contacts) to 
ensure all data is kept as up to date as possible to enable the most efficient and cost-
effective supply chain. Challenging suppliers when necessary to gain favourable terms of 
business.  

 
- Inter-site stock levels 

Maintain inventory levels across multiple third-party warehouses, ensuring optimum 
inventory levels at each location.  

 
- Packaging 

Work with suppliers and the NPD team to ensure packaging supplies are maintained for 
all items, as to ensure supply is not jeopardised. 

 
Logistics 

 
- Inbound shipments 

Arrange and monitor inbound shipments and administrate the related documentation from 
suppliers and freight forwarders internationally, to facilitate customs clearance and legal 
compliance.  
 

- Outbound shipments 
Support the Sales office team as needed to help facilitate on time deliveries to customers 
in the UK and rest of the world.  
 

- Supplier performance review 
Support the Supply Chain Manager with periodic reviews of third-party services, including 
warehousing, freight forwarders and transport providers.  
 

- Cost control 
Always aim for the best service for the least cost. Achieve this by periodic reviews of 
available service providers and by conducting cost comparisons.   

 
The ideal candidate should: 
 

 Have a high level of fluency in English and Japanese, both spoken and written. Dutch is 
desirable but not essential. 

 Have at least 3 years of experience in a purchasing/order planning department. 
 Have strong commercial acumen and analytical skills including Microsoft Excel.  
 Have excellent time management and organisational skills.  
 Be motivated, enthusiastic, and driven.  

 
  

Benefits 
 

 Salary: dependent on experience 
 20 days holiday per annum, increasing to 25 days after 3 years service 
 Clearspring foods at 50% discount off retail for personal use. 
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 Company Pension Plan 

 
 
 
Working Hours and Office Atmosphere 
 

 Monday to Friday 8:30 – 17:30, with one hour unpaid for lunch 
 Clearspring is an independent company and this role is based in an office with 

approximately 25 people in total. 
 Occasional weekend work may be needed to attend trade shows. This will be balanced 

by time off in lieu 
 Use of a well equipped Clearspring kitchen and food supplies 
 Short weekly yoga sessions and a friendly family vibe! 

 
General Terms and Conditions 
 

 Probationary period of 6 months 
 
General Company Background 
 

 Incorporated in 1993, now a leading European brand for Japanese Organic and 
Traditional ingredients 

 280+ products across 29 categories 
 
Please refer to our website at www.clearspring.co.uk  for a fuller background to our company. 
 


